PAYMENT AND INVOICE INSTRUCTIONS (COST TYPE) (Revised 10/4/05)

DoD now requires all commercial invoices to be submitted via the Wide Area Workflow web site or
another acceptable electronic form in accordance with DEARS SUBPART 232.70—ELECTRONIC
SUBMISSION AND PROCESSING OF PAYMENT REQUESTS.

Note - Educational Institution and Non-Profit Institution that are administered by any Office of Naval
Research Regional Office will submit invoices as directed by the ONR Regional Office ACO (ONR
PayWeb is a DFARS SUBPART 232.70 compliant system for Educational Institution and Non-Profit
Institution electronic submissions).

The Office of Naval Research will primarily utilize the new DoD Wide Area Workflow Receipt and
Acceptance (WAWF) system. This web based system located at https://wawf.eb.mil provides the
technology for government contractors and authorized Department of Defense (DoD) personnel to
generate, capture and process receipt and payment-related documentation in a paperless environment.
Invoices for supplies/services rendered under this contract shall be submitted electronically through
WAWEF or as permitted under DFARS SUBPART 232.70. Submission of hard copy
DD250/Invoice/Public Vouchers (SF1034) may not be accepted for payment.

It is recommended that the person in your company designated as the Central Contractor Registration
(CCR) Electronic Business (EB) Point of Contact and anyone responsible for the submission of invoices,
use the online training system for WAWF at http://wawftraining.com. The Vendor, Group Administrator
(GAM), and sections marked with an asterisk in the training system should be reviewed. Vendor Quick
Reference Guides are also available at http://www.acquisition.navy.mil/navyaos/content/view/full/3521/
and http://www.onr.navy.mil/02/wawf/. The most useful guides are “Getting Started for Vendors”,
“WAWEF Vendor Guide”, and “Creating a Cost Voucher Invoice.”

The designated CCR EB point of contact is responsible for activating the company’s CAGE code on
WAWEF by calling 1-866-618-5988. Once the company is activated, the CCR EB will self-register under
the company’s CAGE Code on WAWF and follow the instructions for a group administrator. After the
company is set-up on WAWF, any additional persons responsible for submitting invoices must self-
register under the company’s CAGE Code at https://wawf.eb.mil.

The following required information should automatically fill-in via WAWEF; if it does not fill-in, include
the following:

IssueBy DODAAC: N00014

Admin DODAAC: [Use the 6 character “ADMINISTERED BY” CODE as listed on page one of the award
document]

Pay DODAAC: [Use the 6 character “PAYMENT WILL BE MADE BY” CODE as listed on page one of
the award document]

Fill-in the following additional information:

DCAA Auditor DODAAC: [Look up via the AUDIT OFFICE LOCATOR at http://www.dcaa.mil/]
Service Approver DODAAC: N00014

The following additional information may need to be filled in:

LPO DODAAC: N00014 (Note - this line is required only when the the “PAYMENT WILL BE MADE BY”
DODAAC begins with an *N”)

After self-registering and logging on to the WAWEF system, click on the plus sign next to the word
“Vendor” and then click on the “Create New Document” link. Enter the contract number, cage code, and
Pay DODAAC (above) and hit submit. Select the “Cost VVoucher” invoice type within WAWF-RA. This
type of invoice fulfills any requirement for submission of the Material Inspection and Receiving Report,
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DD Form 250. Back up documentation, 5MB limit, can be included and attached to the invoice in WAWF
under the “Misc Info” tab. Fill-in all applicable information under each tab.

Take special care when you enter Line Item information - the Line Item tab is where you will detail your
request for payment and material/services that were provided based upon the contract. Be sure to fill in the
following two informational items exactly as they appear in the contract:

1) Item Number: If the contract schedule has more than one ACRN listed as sub items under the applicable
Contract Line Item Number (CLIN), use the 6 character separately identified Sub Line Item Number
(SLIN) (e.g. — 0001AA) or Informational SLIN (e.g. — 000101), otherwise use the 4 character CLIN (e.g. —
0001). (If DFAS Charleston, DODAAC N68892, is the payment office, omit the two leading zeros on the
Informational SLIN (e.g. 000101 would be entered as 0101).

2) ACRN: Fill-in the applicable 2 alpha character ACRN that is associated with the SLIN or CLIN. (Note —
DO NOT INVOICE FOR MORE THAN IS STILL AVAILABLE UNDER ANY ACRN).

Special Payment Instructions for CLIN/SLINs with Multiple ACRNSs/Lines of Accounting: (Note - since
WAWF does not accept the use of multiple ACRNs for any single CLIN or SLIN on one invoice; multiple
invoices may have to be used - use the WAWF “Line Item” “Description” area to note the the use of
multiple invoices). For all invoices submitted against CLINs with multiple Accounting Classification
Reference Numbers (ACRNS), the billing shall be paid from the earliest Fiscal Year (FY) appropriation
first. Fiscal Year is determined from the 3 character in the “Appropriation (Critical)” part (Block 6B) of
the Line of Accounting on the Financial Accounting Data Sheet of the contract (e.g., 1741319 for FY 2004
and 1751319 for FY 2005). In the event there are multiple ACRNs with the same FY of appropriation,
billings shall be proportionally billed to all ACRNSs for that FY in the same ratio that the ACRNSs are
obligated.

After all required information is included, click on the “Submit” button under the “Header” tab.
Helpful Note: Shipment Number format should be three alpha and 4 numeric (e.g., SER0001).

Note: The contractor shall submit invoices for payment per contract terms and the Government shall
process invoices for payment per contract terms.

If you have any questions regarding the WAWF, please contact the ONR WAWF support line at 703-696-
1313 Option 4 or by email to: WAWF_Support@onr.navy.mil.
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